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Performance Consultant Basics

* Not currently within FSAU

Performance Consulting Goals include:

q Assist FSA in improving job performance and effectiveness through 
training and non-training solutions.

q Position FSAU as a strategic partner in selecting and implementing 
performance solutions.

Performance Consultant functions:
• Relationship building
• Needs assessment
• Facilitation 
• Coaching
• Sales

FSAU Services & Offerings include:
• Logistics / registration / tracking
• Training development and delivery
• Employee development (Career Zone)
• Communications / publications
• Contracting / acquisitions
• Cost analysis 
• Metrics & performance assessment *
• Knowledge management 
• Project facilitation / management
• Best in business approaches
• Available resources
• Curriculum development *
• eLearning tools *

External services include:
• Accenture
• CTS 
• ED / TDC
• Franklin / Covey
• Kinkos / GPO
• NCS
• PSG
• USDA Grad School
• Wallen Davidson

Performance Consultants connect channels and units to needed services.
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Performance Consulting Roles

• Leads serve as contacts to channels 
and units.  Through existing 
relationships and knowledge of the 
unit, they identify areas for 
performance development or field 
requests for products/services.  

• Performance consultants conduct 
needs assessments, determine 
approaches, and broker solutions for 
the customer.

• “Adjunct Faculty” denotes 
representatives from FSAU, 
channels, units, or operating partners 
who serve as resources for requests 
or performance needs.

All FSAU staff members serve 
as points of contact who 
share opportunities with 
performance consultants.

There are also some who perform 
specific roles:
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Proposal to Project

• Proposal Request Form OR
• Training Request Form 

Review 
Board

• Identify team lead   
for proposal

• Identify skills 
needed 

Proposal development
• Team lead defines scope
• Identify customer needs
• Work with Tony & Tim:

- Resource planning
- Budget/cost analysis

Review 
Board

• Approval of proposal  
(including resource plan & budget)

• Team lead 
works with 
Effective Teams 
champion, 
performance 
consultant, or 
training team 
process coach

Project Planning
• Workplan
• Role map
• Task order/contract
• Status reporting 

Team kick-off
• Standard kick-off for all teams
• Project management tools/ 

effective teams
• Review planning materials:      

workplan, role map
• Reporting relationships 

(homeroom concept)
• How do we work together? 

Evaluation/Assessment
Reflection

Celebration

Proposal Project

Touch points

Working sessions

Status reporting
(Dashboard)

Needs assessmentService Request Dev
elop

ing

bus
ines

s
Mana

ging

req
ues

ts
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Checklist

Activity

q Receive request

q Complete Proposal Request form

q Add request to tracking process

q Present initial request to Review Board

q Conduct resource planning to determine project team

q Conduct needs assessment

q Develop proposal

q Present proposal (including resource plan) to Review Board

q Present proposal to customer

q Conduct project planning (with project coach)

q Maintain tracking information

q Assessment / Reflection / Lessons Learned

Dates Completed
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Consulting Cycle &
Proposal Development Process

30 second 
conversation

10 minute
follow-up

2 hour needs
assessment 

interview

RB accepts
opportunity/

initial request

Engage FSAU
parties

Develop
customer 
proposal

RB reviews
proposal / commit

to delivery

Submit proposal to customer:
• Outline proposal components
• Summarize business need
• Propose solution
• Benefits
• Resources

Project
delivery

Meet 
weekly

Within 
1 

week

Complete 
Proposal 
Request 

Form

Customer 
accepts 
proposal

Reflection
&

Celebration

Exit / 
Opt out

Engage
Customers

Identify
Needs

Determine
Causes

Implement
Solutions

Measure
Results

Request for
services

Dev
elop

ing

bus
ines

s

Mana
ging

req
ues

ts
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Proposal Request Form

General information about the request

Identified audience groups and stakeholders

Delivery considerations, recommendations, 
and actions

The initial proposal request 
provides basic data for the 
Review Board’s consideration, 
including: 
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Tracking Process

Request Request
form

Review
Board

Proposal
Development

Customer
Decision

Accept
Decline

Accept
Decline

Audience:
• FSA Unit
• FSA-wide
• External Partner(s)

Status:
• Request
• Request form
• Review Board
• Proposal Development
• Customer Decision
• Project
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Connection to Review Board

30 second 
conversation

10 minute
follow-up

2 hour needs
assessment 

interview

RB accepts
opportunity/

initial request

Engage FSAU
parties

Develop
customer 
proposal

RB reviews
proposal / commit

to delivery

Submit proposal to customer:
• Outline proposal components
• Summarize business need
• Propose solution
• Benefits
• Resources

Project
delivery

Meet 
weekly

Within 
1 

week

Complete 
Proposal 
Request 

Form

Customer 
accepts 
proposal

Reflection
&

Celebration

Exit / 
Opt out

Engage
Customers

Identify
Needs

Determine
Causes

Implement
Solutions

Measure
Results

Request for
services

Dev
elop

ing

bus
ines

s

Mana
ging

req
ues

ts
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Review Board

Who: FSAU team leads; Dwayne (process owner), Bill (board chair), Anne (strategy), Tony (administration & resources)
When: Scheduled as part of weekly managers meeting, based on demand

Purpose:

I.  Determine which projects we will manage
• Review demand and requests for FSAU products/services
• Determine if request is in scope (or should be in potential scope)
• Determine if FSAU will pursue the opportunity

II. Support proposal development
• Determine who will prepare the proposal

- What skills are needed?  Who will be assigned?
• Timeframe / next steps
• Intelligence / advice
• Set appropriate expectations

III. Support proposal delivery
• Review proposal
• Review client needs
• Approve / agree to final proposal OR opt out / exit

IV. Project oversight
• Review existing projects / opportunities 
• Control project work, milestones, and scheduling
• Regular status reporting from delivery team 
• Support delivery
• Acknowledge successes
• Assist teams with service recovery

V. Reflection
• Feedback from the customer
• Lessons learned
• Thoughts for future opportunities
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Proposal Development Process

30 second 
conversation

10 minute
follow-up

2 hour needs
assessment 

interview

RB accepts
opportunity/

initial request

Engage FSAU
parties

Develop
customer 
proposal

RB reviews
proposal / commit

to delivery

Submit proposal to customer:
• Outline proposal components
• Summarize business need
• Propose solution
• Benefits
• Resources

2 
w

ee
ks

Project
delivery

Follow up 
within 2 days

Follow up 
within 2 days

Meet 
weekly

Within 
1 week

1 week

Customer 
requests 
proposal

Customer 
accepts proposal

Reflection
& 

Celebration

Exit / 
Opt out

I

II

III

IV

V

* Refer to previous page for descriptions
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Needs Assessment

Step

30 second 
conversation

Results

• Come talk to me
• Invitation to keep an 

open mind

Information / Tools

• Understanding of team’s 
target performance

Step

10 minute 
follow-up

Results

• Recognition of 
performance need

• Recognition that FSAU 
may help

Information / Tools

• Understanding of team’s 
target performance

Step

1-2 hour 
needs assessment 
interview

Results

• Partner for solution
• FSAU can help 
• FSAU will develop 

proposal for solution

Information / Tools

• Interview protocol

Obse
rve

Ques
tion

Con
side

r 

the
 

pos
sibi

litie
s
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Needs Assessment Step 1:
30 second discussion / request

Inquire about performance needs:
• How are you doing on ___?  
• What new things are you doing?

Provide basic information about how FSAU can help:
• Validate need - Acknowledge the performance need as stated
• Establish credibility - Explain what FSAU does, particularly in that area
• Define / Broaden scope - Apply FSAU’s offering to the stated need

Step
30 second conversation

Results
• Come talk to me
• Invitation to keep an open mind

Step
10 minute follow-up

Results
• Recognition of performance need
• Recognition that FSAU may help

Step
2 hour 
needs assessment
interview

Results
• Partner for solution
• FSAU can help 
• FSAU will develop proposal for solution

An initial conversation indicates an opportunity within a team 
or business unit.  This may occur casually, as on an elevator.  
It may also surface in a discussion of other matters or result 
from a presentation about FSAU’s services and offerings.  
Since this may arise without provocation, its main purpose is 
to recognize the opportunity and, subsequently, initiate a 
fuller conversation about performance needs.  

Obse
rve
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Needs Assessment Step 2:
10-minute follow-up

Probe for more information
• Begin by restating the information gathered in the earlier conversation
• “As I was thinking about what we discussed…”

Develop a better understanding of the issues and goals
• What’s on the team’s agenda?
• What’s the situation?  
• What are the primary concerns?

Ask high-level interview questions  (Answers to be considered for next discussion)
• What is the team’s target performance?
• What is the team’s current performance?
• What are the gaps/needs?

This update could be offered in a variety of formats, including 
a phone call, e-mail, or walk-by meeting.  Its purpose is to 
gather more information about the customer’s needs, 
encourage customers to think about the ongoing work of the 
organization, and solidify FSAU’s role as the appropriate 
solution provider. At this stage, the goal is to encourage the 
customer to consider these ideas and concepts, to push the 
customer’s thinking about the performance needs. 

Step
30 second conversation

Results
• Come talk to me
• Invitation to keep an open mind

Step
10 minute follow-up

Results
• Recognition of performance need
• Recognition that FSAU may help

Step
2 hour 
needs assessment
interview

Results
• Partner for solution
• FSAU can help 
• FSAU will develop proposal for solution

Ques
tion
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Needs Assessment Step 3:
1-2 hour interview

The needs assessment interview covers, in greater detail, the following areas:
§ Target performance
§ Current performance
§ Gaps between target and current performance, thus identifying areas of need
§ Root cause(s) of the gaps and resulting performance needs
§ Information to identify potential solutions to address performance gaps/needs

Discussion topics:
§What’s on the team’s agenda?
§What is the target performance (of the work unit / project team)?  
§What is the current performance (of the work unit / project team)?  
§What are the gaps / needs?  (If any)
§What are the best means to achieve the target performance/goals?
Ø How will the team measure success?

Before proceeding to this phase, it is important to 
understand FSA University’s core products and services 
as well as to know the customer’s business.  After 
collecting initial data in steps 1 and 2, conduct an 
interview with the customer to assemble more detailed 
information.  After this interview, FSAU will propose 
potential solutions to assist with identified needs.

Step
30 second conversation

Results
• Come talk to me
• Invitation to keep an open mind

Step
10 minute follow-up

Results
• Recognition of performance need
• Recognition that FSAU may help

Step
2 hour 
needs assessment
interview

Results
• Partner for solution
• FSAU can help 
• FSAU will develop proposal for solution

Con
side

r th
e 

pos
sibi

litie
s
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Project Tools

§ Performance driven, results oriented:
Improved facilitation and decision making ensures we have the 
right people, working on the right assignments, at the right time.

§ Accountability:
Decisions and tasks will be actionable, trackable, and consistent 
with the team’s overall objectives.

§ Efficiency:
Processes, templates, and a common language are the foundation 
for teams achieving results in less time.

After the proposal becomes a project, it links to 
existing Effective Teams Tools.  

The central themes of the Effective Teams effort are:
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Effective Teams Overview

1. 

Facilitative 
Leadership*

2.  

Project Planning

3.  

Project 
Management

4.  

Team Building

• Meeting Skills* 

• Agenda Planning

• Tools for Reaching 
Agreement*

• Group Decision 
Making

• Designing Pathways 
to Action* 

• Setting Measurable 
Goals

• Connecting the 
Vision with Goals and 
Performance 
Measures

• Setting team 
expectations and 
agreements 

• Tracking Team and 
Individual 
Accomplishments

• Managing Resources

• What Makes a High 
Performance Team?

• Focus on Processes, 
Results and 
Relationships*

• Building Trust

Implementation: Coaching, Practice, Feedback

* Copyright Interaction Associates

Training
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Meeting Tools

Meeting Checklist Meeting Agenda Meeting Outcome Summary
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Workplans

Workplans Include:

§Team tasks

§ Individual responsible

§Due dates

§Milestone (Y/N)

§Other comments/status
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Timeline & Milestones Chart
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Status Reporting

How Often Are Status Reports Due?

Twice a month (the Friday closest to the 15th and 30th of 
each month).  You will receive an email reminder two days 
before it is due.

Who Prepares the Status Report?

The Project Team Lead prepares the report after soliciting 
input from each team member.  

What Is It Used For?

Status Reports will help us formally communicate project 
accomplishments, issues, and milestones with each other. 

Who Should I Send the Report To?

Tony Andrade and cc: the manger in charge of the 
initiative.  Tony will print all status reports and provide an 
overall report to Anne.

How Often Do I Need To Submit My Workplan and 
Milestone Timeline?

All new projects should submit a Workplan and Milestone 
Timeline with the first status report.  The only time you 
need to re-submit your Workplan or Milestone Timeline is 
when MAJOR dates change. 



27

Proposal to Project
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